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SF-52 SYSTEM

What is the S8F-52 8ystem?

The SF-52 System is a subsystem of the Federal
Personnel/Payroll System (FPPS). The SF-52 System is a
“front-end" system to the PAY/PERS System, which
currently processes payroll and personnel data for all
Department of the Interior employees and other Federal
employees.

The SF-52 System automates the SF-52 process of
1n1t1at1ng an action in the requesting office to
preparlng the SF-50, Notification of Personnel Action,
in the servicing personnel office.

The SF-52 System contains security controls that allow
you to access only those SF-52s that fall within your
area of responsibility. Your agency has securlty
administrators who define your access authority prlor

- to your use of the systemn.

The SF-52 screens include instructions to help you
enter the required information on each screen. Online

- help is available for additional information.

Where can you find detailed instructions for usinq the S8F=-52

System?

In the SF-52 systems users guide; a copy is attached.
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Logon/Logoff

This section of the manual provides information on:
Page
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User IDs and Passwords

‘To log on the system, you must 1dent1fy yourself w1th a user ID
and password.

User ID: The user ID is a combination of 6 letters and 1 number
assigned by the ASC’s ADP Services Division and given to you by
your security administrator. The first three letters are the
agency code; the second three letters are your initials; and the
final number is used as a tie breaker if there are users with the

same 1n1t1a1s in your agency.

Password: A password is a combination of letters, numbers and/or
national characters (€, #, and $) that you create. Valid
passwords are 6 to 8 characters in length and begin with an
alphabetic character. Passwords cannot be reused.

Password Interval:  Passwords expire after a certain length of
time. The maximum length of time is automatically set to 180
days for all system users (except for security administrators
whose interval is set at 60 days). A security administrator may
set the password interval to less than 180 days for any user.
Contact your securlty administrator if you have questions about
'your password interval.

Password Expiration: 'When the password interval has elapsed, you
must change your password (although you may opt to change your
password at any time). The system will prompt you through this
process. For 15 days prlor to the password expiration, the
system will display a warnlng message that your password is about
to expire. : ,

8ystem Access Revocation: Your access to the system will be
revoked if you (1) fail to successfully type your user ID and
password after three successive tries or (2) have not logged on
the system for a period of 180 days. The system will display a
message that your system access has been revoked. You must
contact your security administrator to have your password reset.

First Time Log On: Your security administrator will assign your
user ID and temporary password. When you log on the first time,
the system will prompt you to type your user ID and password.
The system will then prompt you to enter a new password and to
verify the new password by typing it agaln.
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How to Log On

To log on the SF52 System, you must first establish

. telecommunications with the Administrative Service Center’s (ASC)
. IBM computer. Establishing telecommunications is an agency-
specific procedure that is not covered in this manual. Contact
your local personnel for instructions. -

After telecommunications have been establishéd, you will see the
following screens:

Type WP. and press
ENTER., ———m———

Type your user 10 and !
password and press
ENTER, —M8M8M8M88~

Press ENTER to
continue.

Or, type Y over the N
and press ENTER to see
screens to change your
password at this time.

See next page for additional screens.

August 1995
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To enter the SF52
System, type S and
press ENTER.

-

Press ENTER to
proceed.

August 1995
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The main menu lists commands and their corresponding

descriptions.

accomplish specific tasks.

The SF52 System Main Menu

You use commands to access system processes to

this manual explains the various tasks.

Screen instructions
tell you how to access
one of the processes
listed on the main
meny, ———————

The numbers in the CNT
column tell you how
many SF52s are in your
possession.

The UTILITY MENU
contains additional
commands .

Each of the following sections in
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The 8F52 Utility Menu
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How to Log Off

You may exit the system from any screen that displays a command
line.

Type EXIT on the
command line and press
ENTER.

or

Press F12.

Type E and press
ENTER, ———=

.August 1995
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Processing the 8F52

This section of the manual provides information

How to Initiate an SF52 (INIT)
Promotion . . « . . .« .
Appointment (Perm . .
Request for Eligibles .
Resignation . . . « . .
Change in Work Schedule
Award . . .« ¢ o o s e e

How To Review/Change/Sign an SF52 (CHNG)

How To Reviéw/sign an SF52 for Concurrence

How To Reassign an SF52 (RSGN) . . . . .
How To Fast Copy An SF52 (RGEN) . . . .
Final Action On An SF52 . . « ¢ ¢ « « &

Forwarding and Returning an SF52 . . . .

on:

¢« o o & 8 e o
‘e e s e s 08 o
e o o ¢ o o o
e e & o o o o
* o e s o 8 o

(CONC) . . . .

2-42
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How to Initiate an 8FS52 (INIT)
To create a new SF52, you must first identify the action type.
Type the INIT command on the SF52 Main Menu (or any other screen

in the system) to display a list of action types and their
corresponding codes. - : .

Type code here; —_—
. or,

Move the cursor to an
action type.

Then press ENTER.

Note: To access an online definition of an action type,
move the cursor to the action type and press Fl. The
definition.will display in a popup window.

- After you have selected an action type, the systemlwill display"

popup windows and screens related to the type of action you are
initiating. Follow the instructions displayed on each screen.

You may add a note to any action by pressing the F2 function key
to access the notepad. (You must be on a screen that displays
F2 NPAD at the bottom of the screen.)

See "Final Action on an SF52" and "Forwarding and Returning an
SF52" on pages 22 and 23.

SFS52 "ouick Reference": The information on pages 11 through 16 .
provides step-by-step instructions on initiating six of the most
commonly used types of actions: Promotion, Appointment, Request
for Eligibles, Resignation, Change in Work Schedule, and Award.
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Promotion’
SF52 SYS N
+ Type INIT on the comménd line and press ENTER.
. § - t

INIT ACTION TYPE SELECT
. Type action code 11 and press ENTER.

.EMPLO!EE'IQENTIFLCAZIQN

B Type the employee’s SSN and press ENTER. (Or, use the
online search feature by following the directions on the
screen.) ' . '

‘POSITION MANAGEMENT

« Follow the directiéns on the screen.

RO INFORMATION

+ Type over the effective date proposed if different than the
current date displayed. ‘ '

+ Type the not-to-exceed date, if appropriate.

 Type tﬁe name of the contact person and the last four digits
of the telephone number. Press ENTER. ' '

OSITIO @)

« Type over. the infdrmation in the white required fields, as
appropriate, and press ENTER. :

. On the SF52 OPTIONS window, move the cursor to select an
option (SIGN/FORWARD, SAVE, etc.) and press ENTER.

« Depending on your authority, the SIGNATURE SELECTION window
may display. Select an authority and press ENTER.

. On the forwarding window, type F next to the name of the
individual you wish to send the action to and press ENTER.
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Appointment (Perm)

. SF52 SYSTEM MAIN MENU
« Type INIT on the command line and press ENTER.

INIT ACTION TYPE SELECT
e Type actlon code 03 and press ENTER.

EM ENTIFI

If you know the SSN of the new employee,
+ Type the employee’s SSN and press ENTER.

« On the EMPLOYEE IDENTIFICATION window, type the employee’s
name and press ENTER.

.« On the OFFICE ID window, type the office organization code
where the new employee will work and press ENTER.

If you do not have a name or SSN, press ENTER.
. On the OFFICE ID window, type the office organization code
where the new employee will work and press ENTER.

S ON AG N
e Follow the directions on the screen.

0 0: (6)
e Type over the effectlve date proposed ;ﬁ_g;:ﬁ_;_gt than the
current date displayed.

« Type the name of the contact person and the last four digits
of the telephone number. Press ENTER.

POSITION INFO o) ,
"« Type information in white required fields and press ENTER.

« On the SF52 OPTIONS window, move the cursor to selest an
option (SIGN/FORWARD, SAVE, etc.) and press ENTER.

 Depending on your authorlty, the SIGNATURE SELECTION window
. may display. Select an authority and press ENTER.

« On the forwarding window, type F next to the name of the
' 1nd1v1dual you wlsh to send the action to and press ENTER.
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Request for Eligibles

SF52 SYSTEM N MENU
+ Type INIT on the command line and press ENTER.

INIT ACTION TYPE SELECT
+ Type action code 02 and'préss ENTER.
e On the OFFICE ID window, type the office organization code
where the new employee will work and press ENTER.
RO INFORMATION

« Type over the effective date proposed if different than the
current date dlsplayed.

- Type the name of the contact person and the last four_digits
of the telephone number. Press ENTER.

U FO IG

e Type information in white required fields and press ENTER.

. On the SF52 OPTIONS window, move the cursor to select an:
option (SIGN/FORWARD, SAVE, etc ) and press ENTER.

 Depending on your authority, the SIGNATURE SELECTION w1ndow
may dlsplay. Select ‘an authority and press ENTER.

e On the forwarding window, type F next to the name of the
-individual you wish to send the action to and press ENTER.
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Resignation

SF52 SYSTEM MAIN MENU
+ Type INIT on the command line and press ENTER.
INIT [0) S
~+ Type action code 14 and press ENTER.
. Type the employee’s SSN and press ENTER. (Or, use the

online search feature by following the directions on the
screen.) -

POSITION MANAGEMENT

+ Follow the directions on the screen.

"RO_INFORMATION

* Type over the effective date prdposed if different than the
current date displayed.

+ Type the name of the contact person and the last four digits
of the telephone number. Press ENTER.

RO DDRES
+ Type employee’s reason for reéignation.
« Type emplbyee's forwarding address and press ENTER.

e On the SF52 OPTIONS window, move the cursor to select an
option (SIGN/FORWARD, SAVE, etc.) and press ENTER.

» Depending on your authority, the SIGNATURE SELECTION window
- may display. Select an authority and press ENTER.

. On the forwarding window, type P next to the name of the
individual you wish to send the action to and press ENTER.

- . August 1995
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Change in Work Schedule

SF52 SYSTEM MAIN MENU
« Type INIT on the command line and préss ENTER.
INIT ACTION TYPE SELECT
. Type»action code 36 and press ENTER.
EMPLOYEE IDENTIFICATION
-« Type the -employee’s SSN and press ENTER. (Or, use fhe

online search feature by following the directions on the
screen.)

RO INFORMATION

. Tybe over the effective date proposed if different than the
current date displayed.

. Type'the name of the contact person and the last four digiﬁs
~of the.telephone number. Press ENTER..

SIT OR
+ Type information in white required fields and press ENTER.

* On the SF52 OPTIONS window, move the cursor to select an
option (SIGN/FORWARD, SAVE, etc.) and press ENTER.

. Depending on your authority, the SIGNATURE SELECTION window
may display. Select an authority and press ENTER.

. On the forwarding window, type F next to the name of the
individual you wish to send the action to and press ENTER.

August 1995 .
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Awvard

SF5 N ME .
+ Type INIT on the command line and press ENTER.
INIT ACTION TYPE SELECT
« Type action code 40 and press ENTER.
" EMP ‘ NTIFICATION

. Type the employee’s SSN and press ENTER. (Or, use the
online search feature by following the directions on the
screen.)

RO_INFORMATION

. Typé over the effective date proposed if different than the
current date displayed.

+ Type the name of the contact person and the last four digits
of the telephone number. Press ENTER. o :

AWARD
. TYpe the award amount and press ENTER.

! « On the SF52 OPTIONS window, move the cursor to select an
option (SIGN/FORWARD, SAVE, etc.) and press ENTER.

- Depending on your authority, the SIGNATURE SELECTION window
may display. Select an authority and press ENTER.

- On the forwarding winddw,'type'r next to thé name of the
individual you wish to send the action to and press ENTER.

. August 1995
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How To Review/Change/Sign an 8FS52

Type the CHNG command on the SF52 Main Menu (or any other screen
in the system) to display a list of existing SF52s you are

authorlzed to process.

You may start the list
at a different place.

- -

‘ Type an action code
and press ENTER, —=

A 'YES’ or 'NO’ in the
far right column
indicates whether
there are notes
associated with the

‘action.

Type action code:

C

v
8

w o

To see the screens associated with the action. You may
change the information on the screens. :

To view the notes associated with the action.

To sign the action and send it to another individual
without reviewing the screens associated with the
action. )

To send the action to another individual without
reviewing the screens associated with the action.

To remove the action from the system.

To send the action to an individual who had it before
you without rev1ew1ng the screens associated with the
action.

See "Final Action on an SF52" and "Forwarding and Returning an
SF52" on pages 22 and 23. . '
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How To Review/8ign an 8F52 for Concurrence (CONC)

Type the CONC command on the SF52 Main Menu (or any other screen
in the system) to display a list of SF52s you are authorized to
sign for concurrence.

Press ENTER or F8 to
. scroll through the
list.

Type an action code
and press ENTER. —-~

Type action code:

vV - To view the screens associated with the action.

8 - To sign the action and send it to another individual
without reviewing the screens associated with the
action. : .

R - To send the action to an individual who had it before
you without reviewing the screens associated with the
action. , ‘

See "Final Action on an SF52" and "Forwarding and Returning an
SF52" on pages 22 and 23. '
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How To Reassign an 8F52 (RSGN)

You may reassign-actiohs from one individual to another, provided
the individuals are authorized to see each other’s actions.

Type the RSGN command on the SF52 Main Menu (or any other screen
in the system) to display the first of three screens used to
reassign SF52s. -

Type X to indicate who
you are reassigning
SF52s FROM.

Type X to indicate who
you are reassigning
SF52s 70, ————=

- August 1995
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Type X to indicate
the SF528 being
reassigned, ——=
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How To Fast Copy An 8F52 (RGEN)

Fast Copy means copying up to 15 identical actions from an
existing action. You may only copy actions for employee
.accessions, promotions, or employee losses.

Type the RGEN command on the SF52 Main Menu (or any other screen
in the system) to display the RGEN OPTIONS MENU screen. '

Type L and press
ENTER, —m—m————

This screen displays
the actions from which

you may copy up to 15
new actions. -

Type F to indicate the
action you wish to
fast copy.

-

Depending on the action type, the system will display screens
associated with the action you are copying from. You will then
see a screen for the "copy to" information. (See screens on

page 21). »

August 1995
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Employee accessions

Indicate the number of
actions to be copied.

-

Or, type name(s) and
SSN(s). ———

Promotions

Type name(s) and
SSN(s), —————=

How To Fast Copy An S8F52 (continued)

t
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How To Fast Copy An SF52 (continued)

Emplo loss

Type SSN(s) and
forwarding
address(es).

-

“August 1995



DEPARTMENT OF THE INTERIOR
HUMAN RESOURCES MANAGEMENT HANDBOOK

Final Action On An BF52

on the last screen in the screen sequence, you will see a popup
window displaying three, four, or five options. (SIGN/FORWARD
and RETURN may not be displayed.) : ~

Select one of the
options and press
ENTER, ————m—=

Select:

S8IGN/FORWARD - To sign the action and send it to another
individual for further processing.

S8AVE - : To keep the action to work on at a later
time.
- FORWARD - To send the action to another individual for
further proces51ng.
DELETE - To remove the action from the systen.
RETURN - To send the action to an individual who had

it before you.

If you select the sign/forward, forward, or return option, see
"Forwarding and Returning an SF52" on page 23.

August 1995.
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Forwarding and Returning an SF52

Forwarding and returning provides a way to electronically send an
action to another individual. The forwarding window presents the
names of the individuals who you may send the action to. You may
also send a courtesy copy of the SF52 to any individual on the
list. The return. window presents the ndmes of individuals who
had the action before you. -

Forwarding Window

Type F and press ENTER
to send to action to
another individual.

-

Type K to send a
courtesy copy.

Return Window

Type R and press ENTER
to send an action back
to another individual.

-

August 1995



DEPARTMENT OF THE INTERIOR
'HUMAN RESOURCES MANAGEMENT HANDBOOK

S
Viewing Cababilities
This section of the manual provides information about the viewing capabilities
within the SF52 System.
‘ Page .
. Cancel and Hold Notifications (CNOT and HOLD) . . . . . .. . 2-60
Courtesy Copies (COPY). . . . . . ¢ ¢« ¢ v v ¢ v o v o v o o '2-61
RO Tracking (TRAK). . . . . . ¢« ¢ v ¢ v v v 0 v v v v o v v 2-62
Pending SF52 Reports (PEND). . . . . . . . . . . « . o o o 2-63
Tables (TBLS). . . & v v v v o v o v v o v 0 o v 0 o e o 0 o 2-65
Message of the Day (MSGS). . . . . . . . « . ¢ ¢ v o v o o .. 2-66
~— , Personnel Master Disp]éy'(DATA).- ....... R |
"RO Batch Reports. . . . . ... e e e e e . e . ... . 2-68
| A’uguét 1995
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Cancel and Hold Notifications (CNOT and HOLD)

when an action has been cancelled or put on hold in the servicing personnel
office, the SF52 System automatically sends a notification to every person who
previously had possession of the action. The notification tells you who
cancelled the action or put the action on hold and the reason why.

Type the commands CNOT (for cancel notifications) or HOLD (for hold
notifications) on the SF52 Main Menu (or any other screen in the system) to
display a list of cancel or hold notifications. (The screen sample below
‘i1lustrates the CNOT LIST screen. The HOLD LIST screen is identical in
format.) ' _ ‘

Press ENTER .or F8 to
scroll through the
list. -

Type an action code
and press ENTER.

Type action code:

ﬁ - To see a screen displaying the cancel (or hold)
notification. ' o
D - To delete the notification without viewing it.

August 1995

2-60



DEPARTMENT OF THE INTERIOR
HUMAN RESOURCES MANAGEMENT HANDBOOK

COurteéy Copies (COPY)

Type the COPY command on the SF52 Main Menu (or any other screen
in the system) to display a list of courtesy copies that have
been sent to you. :

Press ENTER or F8 to
scroll through the
list.

Type an action code
. and press ENTER.

Type action code:

V - To see the screens associated with the action.
D - To delete the courtesy copy without viewing it.
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~RO Tracking (TRAK)

Tracking is a process used to view the data associated with an
SF52 or to obtain the status/history of the SF52. You may also
produce a listing of SF52s related to one individual. Actions
are available online for 1 year.

Type the TRAK command on the SF52 Main Menu (or any other screen
in the system) to display the TRAK OPTIONS MENU screen.

Type L and one of the
SF52 Types (A, C, M,
. or M) and press ENTER.

Enter additional
information in the
fields on the right
side of the screen to
further quallfy the
list.

. Press ENTER or F8 to
scroll through the
list.

Type sn action code
and press ENTER. —-

Type action code:

V - To see the screens associated with the action.
I - To see a screen that displays the status/history of the
action.

August 1995
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Pending 8F52 Reports (PEND)

Pending SF52 Reports provides information that is very similar to
what is obtained in tracking. With the Pending SF52 Reports
process (1) you have access to actions that are only active or on
hold, (2) you may organize the report in three different ways,
and (3) you may limit the report to actions pending longer than a
certain number of days in the servicing personnel office.

Type the PEND command on the SF52 Main Menu (or any other screen
in the system) to display the PEND OPTIONS MENU screen.

-

Type R or P.

You may enter a

‘limitation only for

sele_ction P above.
————r . )

Then press ENTER.

~Type'1, 2, or S‘to
indicate the sort
sequence., ————— =

Type an action
category number. —=

Then press ENTER.

See next page.
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N
Pending 8F52 Reports (PBuD)_(continued)
Press ENTER 6r~ F8 to
scroll through the
list.
Type an action code
and press ENTER.
S—

' Type action code:

V - To see the screens associated with the action.
I - To see a screen that displays the status/history of the
action.

August 1995.
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Tablo; (TBLS)

Tables contain valid values used in the SF52 System.

Type the TBL8S8 command on the SF52 Main Menu (or any other screen
in the system) to display an alphabetical list of table names.

You may start the list
from a specific table
name, ——————————«

Type X and pres
ENTER, ———————=

August 1995



DEPARTMENT OF THE INTERIOR
HUMAN RESOURCES MANAGEMENT HANDBOOK

Message of tho Day (MSGS)

The SF52 System contains the PAY/PERS Messages of the Day and
SF52 Messages onllne.

- Type the MS8GS command on the SF52 Main Menu (or any other screen
in the system) to access the MESSAGES OPTIONS MENU screen.

Type X and press
ENTER., -

Type E and press
- ENTER, ——————=
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Personnel Master Display (DATA)

The SF52 System contains employee leave data and personnel data
online.

Type the DATA command on the SF52 Main Menu (or any other screen
in the system) to display the DATA EMPLOYEE MENU.

" Type X and press
ENTER.

Type employee’s SSN
snd press ENTER, ——-

Press ENTER or F8 to
scroll through the
screens.
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RO Batch Reportd

At this time, requesting office reports are not available online.
'Requesting office users may use the Super Natural Queries process
(QURY command) to produce reports.
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Miscellaneous

t

This section of the manual contains information about:

Page

The Enter K@Y . « « « ¢ o o o ¢ ¢ o o o o o o o o 2-70
The PF K@YS « « « o ¢ « o o o o o o s o o o o o = 2-70
Online Help Features . . . « « « « + o ¢ o« « « o 2-72
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KEYS « o o o o o o o o o o o o o o o o o o o o o 2772
Who Do I Call for Help? . . « « =« « « o o o o « o 273
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The Enter Key

.After entering information on a screen, press the Enter key
to advance to the next screen. The information you have
entered immediately updates the data base. The Enter key is
also used to scroll through a list that exceeds one screen.

The PF Keys

The PF keys listed at the bottom of each screen provide an
easy way to maneuver through the system screens or to obtain
information. If you are using a personal computer, the keys
are labeled with an ’F’ along the top of the keyboard. If
you do not. have PF key capability, you may type the -
equivalent command on the command line and press ENTER.

PF1=HELP - The kind of help you get with PF1l depends on
where the cursor is positioned on the screen:

(a) If the cursor is positioned in a field followed by a
question mark (?), you will see a popup window listing the
valid values for that field. (You may also type a question
mark in the first position of the field and press ENTER.)

(b) If the cursor is p051tloned anywhere else on the screen,
you will access system-level help. This type of online help
provides narrative information about the process you are
currently working in, about the screen you are currently on,
-or about the data elements on the screen.

PF2=NPAD - Used to access a notepad from many requesting
office screens. You may add notes or review another
individual’s notes on the notepad. :

223-ESQ - Used to go back to the llSt screen or to ex1t a
popup window.

PF4=MAIN - Used to go to the main menu.

PF5=FWRD - Used to forward an action to the next individual
on the forwarding list.

PF6=SPO - Used to forward an action to the servicing
personnel office. :
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PF7=UP/PF8=DOWN - Used to maneuver up or down through a list
that fills more than one screen.

PF10=BACK - Used to go back a page.

PF12=EXIT - Used to exit the system.
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 \‘f Online Help Features

The SF52 System contains online field-level and system-level
help. See information about PFl on page 36. '

The System Introduction process prov1des high level help

about the SF52 system itself, e.g., screen format, color
scheme, function keys, etc. Use the INTR command to access

this process.

The View Errors process provides narrative 1nformatlon about .
correcting errors when you have received an error message.
Use the VE command on any screen that displays an error
message.

Colors

Keys

The color scheme used in the SF52 System screen design
prompts you for certain kinds of infqrmation:

white - You are required to enter data in any field
dlsplayed in white.

Green - You may enter data in any field displayed in green.
The information is optional.

Red - Information displayed in red alerts you to errors.

Yellow - Informatlon displayed in .yellow is 1nformatlonal
only. You cannot change the data.

The following keys help you efficiently maneuver the cursor
around the screen.

Tab - Used to move the cursor from one field to another. To
move the cursor in the opposite direction, hold down the
Shift key and press the Tab key.

Home - Used to move the cursor directly to the command line

from anyplace on the screen.

~ Used to move the cursor one space
at a time around the screen (up, down, left, and right).
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S , _
; Space Bar - Used to erase information in a white or green
field. :
Who Do I Call for Help?
If you have questions regardlng the SF52 System, contact the
SF52 System representatives in your servicing personnel
office.
S
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